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Exam Scheme & Syllabus 

For the post of Personnel Officer under 

Uttarakhand Jal Vidyut Nigam Limited  
 

 Exam Scheme 

1-Written Exam  

S. 

No. 
Subject Total Questions Total 

Marks 
Total 

Time 
Paper 

Type 

   1 

Part-I-(I) 
GENERAL 

STUDIES/ 

GENERAL 

APTITUDE 

25 

General Studies--10 

General Aptitude-15 

 

   25 

(Each question 

 is of 01 marks)  

    01 Hour 
Objective 

Type 

    

       Part-I-(II) 
INDUSTRIAL 

RELATION, 

PERSONNEL 

MANAGEMENT  

&                             

HUMAN 

RESOURCE 

MANAGEMENT  

50 

 

  50 

   (Each question 

 is of 01 marks) 

   2 

Part-II 
INDUSTRIAL 

RELATION, 

PERSONNEL 

MANAGEMENT,                              

HUMAN 

RESOURCE 

MANAGEMENT & 

ESSAY WRITING, 

LETTER 

DRAFTING 

 

100 

1)INDUSTRIAL RELATION, 

PERSONNEL 

MANAGEMENT &                           

HUMAN RESOURCE 

MANAGEMENT------60 

2) ESSAY WRITING, 

LETTER DRAFTING----40 
    100 

    

 

     02 Hours 

Subjective/ 

Descriptive 

Type 

Total (Written) 175 Marks 
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 2-Interview (Personality Test) 

 

Subject Total Marks 

Interview 

(Personality Test) 
25 

Grand Total ( Written + Interview ): 175+25= 200 

 
     Note: -  

  The written examination of  Part-I (i), (ii) will be of objective type, in which the negative evaluation method 

will be adopted. For each wrong answer given by a candidate to a question or for more than one answer given by 

a candidate to the same question (even if one of the answers given is correct), one-fourth (1/4) mark of the marks 

prescribed for that question will be deducted.  

  Final Merit list will be prepared on the basis of marks obtained in the Written Exam Part I & Part II                             

( Objective Type & Subjective Type) and Interview. 
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ijh{kk ;kstuk ,oa ikB~;Øe 
 

mÙkjk[k.M ty fo|qr fuxe fyfeVsM ds varxZr  

dkfeZd vf/kdkjh ijh{kk in gsrq  
 

 

 ijh{kk ;kstuk 

1-fyf[kr ijh{kk  
 

    Ø0 

    la0 
fo’k; dqy iz”uksa dh la[;k iw.kkZad 

le; 

vof/k 

iz”u&i= 

dh izd`fr 

  1- 

Hkkx& I(i) 

    lkekU; v/;;u@ 

  lkekU; vfHk:fp 

25 

lkekU; v/;;u & 10 

lkekU; vfHk:fp & 15 

25 

    ¼izR;sd iz”u 

01 vad dk½ 

   01  

   ?k.Vk 

     

oLrqfu’B 

izdkj 

   

   Hkkx& I(ii) 

vkS|ksfxd laca/k] 

dkfeZd çca/ku ,oa 

ekuo lalk/ku 

çca/ku 

50 

    

 

50 

   ¼izR;sd iz”u 

01 vad dk½ 

  2- 

Hkkx& II  

vkS|ksfxd laca/k] 

dkfeZd izca/ku]  

ekuo lalk/ku çca/ku 

,oa fucU/k ys[ku] 

i= ys[kuA 

 

100 

1½vkS|ksfxd laca/k] dkfeZd çca/ku] 

ekuo lalk/ku çca/ku&60 

2½ fucU/k ys[ku] i= 

ys[ku&40 

 

100 

    
    02 ?k.Vs 

 

 

 

 

 

o.kZukRed  

izdkj 

dqy vad ¼fyf[kr½ 175 vad 
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2- lk{kkRdkj ¼O;fDrRo ijh{k.k½ 

fo’k; iw.kkZad 

lk{kkRdkj  

¼O;fDrRo ijh{k.k½ 

25 

      dqy ;ksx ¼fyf[kr $ O;fDrRo ijh{k.k½ % 175$25 ¾ 200 
 

 uksV  

 Hkkx& I(i, ii) dh fyf[kr ijh{kk oLrqfu’B izdkj dh gksxh] ftlesa _.kkRed ewY;kadu ¼Negative marking½ i)fr 

viukbZ tk;sxhA vH;FkhZ }kjk izR;sd iz”u ds fy, fn;s x;s xyr mRrj ds fy, ;k vH;FkhZ }kjk ,d gh iz”u ds ,d 

ls vf/kd mRrj nsus ds fy, ¼pkgs fn;s x;s mRrj esa ls ,d lgh gh D;kas u gks½] ml iz”u ds fy, fu/kkZfjr vadksa dk 

,d pkSFkkbZ vad ¼1@4½ n.M ds :i esa dkVk tk;sxkA  

 vafre esfjV lwph dk fuekZ.k fyf[kr ijh{kk Hkkx& I ,oa Hkkx& II ¼oLrqfu’B izdkj rFkk o.kZukRed izdkj½ ,oa 

lk{kkRdkj esa izkIr vadksa ds vk/kkj ij fd;k tk;sxkA 
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 Syllabus 

General Studies and Personnel Management 
TOTAL MARKS : 75                      TOTAL QUESTIONS: 75                  TOTAL TIME: 01 HOUR

   

 

PART-I(i) (OBJECTIVE TYPE)   

 GENERAL STUDIES/GENERAL APTITUDE 
TOTAL MARKS : 25                                                                             TOTAL QUESTIONS: 25  

                

Section A : GENERAL STUDIES 

TOTAL MARKS : 10                                                                             TOTAL QUESTIONS: 10                 

 The General Studies paper will include questions on current events and 

matters of everyday observation and experience—with a focus on their 

scientific aspects that may be expected of an educated person. The paper will 

also include questions on the history, politics, and geography of India and 

Uttarkhand that a candidate can answer without specialized study. It will also 

contain questions regarding basic knowledge or general information about 

computer usage. 

 

 

Section B : GENERAL APTITUDE 

TOTAL MARKS : 15                                                                             TOTAL QUESTIONS: 15                 

 The questions on general intelligence will cover, both, verbal and non 

verbal types, including questions on analogies, similarities and differences, 

space visualization, problem solving, analysis, judgement, decision making, 

visual memory, discrimination, observation, relationship concepts, 

arithmetical reasoning, verbal and figure classification and arithmetical 

number series. The test will also include questions designed to test the 

candidate’s ability to deal with abstract ideas, symbols and their relationships, 

arithmetical computations and other analytical functions. 
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 dkfeZd vf/kdkjh in gsrq ikB~;Øe 

       lkekU; Kku ,oa dkfeZd izca/ku 

dqy vad % 75          dqy iz'u % 75       dqy le; % 01 ?k.Vk  

 

Hkkx& I(i) ¼oLrqfu"B izdkj½ 

lkekU; v/;;u@lkekU; vfHk:fp 

dqy vad % 25                                    dqy iz'u % 25 

  

[k.M v % lkekU; v/;;u 

     dqy vad % 10                                  dqy iz'u % 10       
    

lkekU; v/;;u ds iz”u&i= ls lkef;d ?kVukvksa vkSj ,slh ckrksa dh] muds oSKkfud 

igyqvksa ij /;ku nsrs gq,] tkudkjh lfEefyr gksxh tks izfrfnu ds vuqHko esa vkrh gS 

rFkk ftudh fdlh f”kf{kr O;fDr ls vis{kk dh tk ldrh gSA iz”u&i= esa Hkkjr ,oa 

mÙkjk[k.M dk bfrgkl] jktuhfr vkSj Hkwxksy ds ,sls iz”u Hkh lfEefyr gksaxs ftudk mRrj 

mEehnokj fo”ks’k v/;;u fd;s fcuk gh ns ldsaxsA iz”u&i= esa dEI;wVj iz;ksx dk izkjfEHkd 

Kku@lkekU; tkudkjh ds iz”u Hkh gksaxsA 

 

[k.M c % lkekU; vfHk:fp 

     dqy vad % 15                                   dqy iz'u % 15       
    

 blds vUrxZr iz”u lkekU; cqf)erk ls lacaf/kr tSls “kkfCnd vkSj xSj&”kkfCnd 

nksuksa izdkj ds gksaxs vkSj blesa lkn`”;ksa] lekurkvksa rFkk varjksa] LFkkfud dYiuk] leL;k 

lek/kku] fo”ys’k.k] fu.kZ; ysuk] n`”; Le`fr] foHksn] voyksdu] laca/k vo/kkj.kk] vadxf.krh; 

rdZ] “kkfCnd ,oa fp=kRed oxhZdj.k ,oa vadxf.krh; la[;k J`a[kyk vkfn lfEefyr gksaxsA 

blesa vH;FkhZ dh ;ksX;rk dk lkekU; fopkj vkSj ladsr vkSj muds laca/k] vadxf.krh; 

x.kuk rFkk vU; fo”ys’k.kkRed dk;Z vkfn ds iz”u Hkh “kkfey gksaxsA 
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PART-I(ii) (OBJECTIVE TYPE) 

INDUSTRIAL RELATION, PERSONNEL MANAGEMENT &                             

HUMAN RESOURCE MANAGEMENT  

TOTAL MARKS : 50                 TOTAL QUESTIONS : 50
  

UNIT-1  

Personnel Management: 

Personnel Management Evolution, Development of Personnel Management in U.K., U.S.A. 

and India, Objectives, Scope, Characteristics, Philosophy and Principles of Personnel 

Management, Subject Matter. Functions and Responsibilities of Personnel Manager, Personnel 

policies and procedures. Difference between Human Resource Management and Personnel 

Management. 

 UNIT-2 

Human Resource Management  

Conceptual Framework, Human Resource Planning, Recruitment, Selection Procedure, 

Placement, Induction, Training & Development, Performance Appraisal, Job Evaluation, Job 

Satisfaction, Compensation Management, Employee Benefits and Incentives, Recent Trends 

and Contemporary Challenges  in Human Resource Management.   

 UNIT-3 

Human Resource Development  

Concepts, Assumptions, Values, Human Resource Development Mechanisms, Human 

Resource Development Culture and Climate, Human Resource Development Interventions, 

Human Resource Accounting and Audit, Knowledge Management, Human Resource 

Information System. Human Resource Development and Sustainable Business, Human 

Resource Development   and diversity at workplace. 

UNIT-4 

Organisational Behaviour:  

Meaning and Concept, Scope, Nature of Human Behaviour, Personality, Perception, Learning, 

Attitude, Motivation & Morale, Interpersonal Behaviour, Group Dynamics, Leadership, 

Communication, Power and Authority, Organisational Stress, Organisational Change and 

Development. 

UNIT-5  

Industrial Relations and Trade Union: 

Concept, Scope, Evolution, Approaches of Industrial Relations, Factors and Principles of 

Industrial Relations, Collective Bargaining, Workers Participation in Management, Conflict 

Management and grievance handling, Disciplinary Action, Code of Conduct, Industrial 

Relations in Changing Scenario, Evolution and challenges of Trade Unions in India, Trade 

Union Act 1926, Present Scenario of Trade Union in India. 
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Unit-6   

Industrial Disputes and Settlement: 

Industrial Disputes: Concept, Factors, Forms, Causes, Trends, Prevention and Settlement, Role 

of State and Central labour Administration, Strikes and Lockouts, Industrial Employment 

(Standing Orders) Act 1946, The Industrial Disputes Act 1947, The Industrial Disputes 

(Amendment) Act 1984. 

UNIT-7 

Labour Legislation: 

Concept, Evolution, Objectives, Principles and Classification. International Labour 

Organisation, Social Justice and Labour Law, Indian Constitution and Labour Law: 

1. The Factories Act, 1948 

2. The Inter- State Migrant Workmen (Regulation of Employment and Condition of Service) Act 

1979. 

3. The Contract Labour (Regulation and Abolition) Act 1970. 

4. The building and other Construction Workers (Regulation of Employment and Conditions of 

Service) Act 1996. 

5. The Child and Adolescent Labour (Prohibition and Regulation) Act of 1986 

UNIT- 8 

Wages and Systems of Wage Payments: 

Wages: Meaning, Types, Policies, Factors, Theories and Wage Differentials, Methods of Wage 

Payments, Wage and Salary Related Laws: 

1) The payment of Wages Act 1936. 

2) The Minimum Wages Act 1948. 

3) The Equal Remuneration Act 1976. 

4) The Payment of Gratuity Act, 1972  

5) The Employees' Provident Funds and Miscellaneous Provisions (EPF & MP) Act, 1952 

UNIT-9 

Labour Welfare and Social Security: 

Labour Welfare: Meaning, Scope, Need, Types, Theories and Principle, Statutory and Non-

Statutory Labour Welfare Provisions and their Compliance, Industrial Social Work. 

Social Security: Concept, Evolution, Scope and Types, New Dynamics of Labour Markets in 

India, Economic Systems and Challenges of Labour Market in India.  
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Hkkx& I(ii) ¼oLrqfu"B izdkj½ 

vkS|ksfxd laca/k] dkfeZd çca/ku ,oa ekuo lalk/ku çca/ku 

dqy vad % 50                          dqy iz”u % 50  

;wfuV&1 

dkfeZd çca/ku % 

dkfeZd çca/ku dk mn~Hko] fczVsu] vesfjdk vkSj Hkkjr esa dkfeZd çca/ku dk fodkl] 

dkfeZd çca/ku dk mn~s';] dk;Z{ks=] fo'ks"krk,¡] n'kZu vkSj fl)kar] fo"k; & oLrqA 

dkfeZd çca/kd ds dk;Z vkSj mÙkjnkf;Ro] dkfeZd uhfr;k¡ vkSj çfØ;k,¡A ekuo lalk/ku 

çca/ku vkSj dkfeZd çca/ku esa varjA 

bdkbZ&2 

ekuo lalk/ku çca/ku % 

ladYiukRed :ijs[kk] ekuo lalk/ku fu;kstu] HkrhZ] p;u çfØ;k] inLFkkiu] ços'ku] 

çf'k{k.k ,oa fodkl] çn'kZu ewY;kadu] dk;Z ewY;kadu] dk;Z larqf"V] çfriwfrZ çca/ku] 

deZpkjh ykHk ,oa çksRlkgu] ekuo lalk/ku çca/ku esa uohure #>ku vkSj ledkyhu 

pqukSfr;kaA 

bdkbZ&3 

ekuo lalk/ku fodkl % 

vo/kkj.kk,¡] ekU;rk,¡] ewY;] ekuo lalk/ku fodkl ra=] ekuo lalk/ku fodkl laL—fr 

vkSj ifjos'k] ekuo lalk/ku fodkl gLr{ksi] ekuo lalk/ku ys[kkadu vkSj vads{k.k] 

Kku çca/ku] ekuo lalk/ku lwpuk ç.kkyhA ekuo lalk/ku fodkl vkSj lrr O;olk;] 

ekuo lalk/ku fodkl vkSj dk;ZLFky ij fofo/krkA 

bdkbZ&4 

laxBukRed O;ogkj % 

vFkZ vkSj vo/kkj.kk] dk;Z{ks=] ekuo O;ogkj dh ç—fr] O;fäRo] vfHko`fÙk] vf/kxe] 

vfHko`fÙk] çsj.kk vkSj eukscy] varjoS;fäd O;ogkj] lewg xfr'khyrk] usr̀Ro] lapkj] 

'kfä vkSj çkf/kdkj] laxBukRed ruko] laxBukRed ifjorZu vkSj fodklA 

bdkbZ&5 

vkS|ksfxd laca/k vkSj VªsM ;wfu;u % 

vkS|ksfxd laca/kksa dh vo/kkj.kk] {ks=] fodkl] –f"Vdks.k] vkS|ksfxd laca/kksa ds dkjd 

vkSj fl)kar] lkewfgd lkSnsckth] çca/ku esa Jfedksa dh lgHkkfxrk] la?k"kZ çca/ku vkSj 

f'kdk;r fuokj.k] vuq'kklukRed dkjZokbZ] vkpkj lafgrk] cnyrs ifj–'; esa vkS|ksfxd 

laca/k] Hkkjr esa VªsM ;wfu;uksa dk fodkl vkSj pqukSfr;k¡] VªsM ;wfu;u vf/kfu;e 1926] 

Hkkjr esa VªsM ;wfu;u dk orZeku ifj–';A 
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bdkbZ&6 

vkS|ksfxd fookn vkSj fuiVkjk % 

vkS|ksfxd fookn % vo/kkj.kk,¡] dkjd] Lo:i] dkj.k] ço`fÙk;k¡] jksdFkke vkSj fuiVkjk] 

jkT; vkSj dsaæh; Je ç'kklu dh Hkwfedk] gM+rkysa vkSj rkykcanh] vkS|ksfxd jkstxkj 

¼LFkk;h vkns'k½ vf/kfu;e 1946] vkS|ksfxd fookn vf/kfu;e 1947] vkS|ksfxd fookn 

¼la'kks/ku½ vf/kfu;e 1984A 

bdkbZ&7 

Je dkuwu % 

vo/kkj.kk] mn~Hko] mís';] fl)kar vkSj oxhZdj.kA varjkZ"Vªh; Je laxBu] lkekftd 

U;k; vkSj Je dkuwu] Hkkjrh; lafo/kku vkSj Je dkuwu % 

1- dkj[kkuk vf/kfu;e] 1948 

2- varj&jkT; çoklh dkexkj ¼jkstxkj fofu;eu vkSj lsok 'krsaZ½ vf/kfu;e] 1979 

3- lafonk Je ¼fofu;eu vkSj mUewyu½ vf/kfu;e] 1970 

4- Hkou vkSj vU; fuekZ.k dkexkj ¼jkstxkj fofu;eu vkSj lsok 'krsaZ½ vf/kfu;e] 1996 

5- cky vkSj fd'kksj Je ¼fu"ks/k vkSj fofu;eu½ vf/kfu;e] 1986 
 

bdkbZ& 8 

etnwjh vkSj etnwjh Hkqxrku ç.kkfy;k¡ % 

etnwjh % vFkZ] çdkj] uhfr;k¡] dkjd] fl)kar vkSj etnwjh varj] etnwjh Hkqxrku ds 

rjhds] etnwjh vkSj osru laca/kh dkuwu % 

1- etnwjh Hkqxrku vf/kfu;e 1936 

2- U;wure etnwjh vf/kfu;e 1948 

3- leku ikfjJfed vf/kfu;e 1976 

4- xzsP;qVh Hkqxrku vf/kfu;e] 1972 

5- deZpkjh Hkfo"; fuf/k vkSj fofo/k çko/kku ¼bZih,Q ,oa ,eih½ vf/kfu;e] 1952 

 

bdkbZ&9 

Je dY;k.k vkSj lkekftd lqj{kk % 

Je dY;k.k % vFkZ] {ks=] vko';drk] çdkj] fl)kar vkSj fu;eu] oS/kkfud vkSj 

xSj&oS/kkfud Je dY;k.k çko/kku vkSj mudk vuqikyu] vkS|ksfxd lkekftd dk;ZA 

lkekftd lqj{kk % vo/kkj.kk] fodkl] {ks= vkSj çdkj] Hkkjr esa Je cktkjksa dh ubZ 

xfr'khyrk] Hkkjr esa vkfFkZd ç.kkfy;k¡ vkSj Je cktkj dh pqukSfr;k¡A 
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PART-II (SUBJECTIVE TYPE) 
 

INDUSTRIAL RELATION, PERSONNEL MANAGEMENT,                              

HUMAN RESOURCE MANAGEMENT & ESSAY WRITING, LETTER DRAFTING 

TOTAL MARKS : 100       TOTAL TIME: 02 HOURS 

Section-A 
INDUSTRIAL RELATION, PERSONNEL MANAGEMENT & HUMAN RESOURCE MANAGEMENT 

 

Total Marks: 60 

UNIT-1  

Personnel Management: 

Personnel Management Evolution, Development of Personnel Management in U.K., U.S.A. 

and India, Objectives, Scope, Characteristics, Philosophy and Principles of Personnel 

Management, Subject Matter. Functions and Responsibilities of Personnel Manager, Personnel 

policies and procedures. Difference between Human Resource Management and Personnel 

Management. 

 UNIT-2 

Human Resource Management  

Conceptual Framework, Human Resource Planning, Recruitment, Selection Procedure, 

Placement, Induction, Training & Development, Performance Appraisal, Job Evaluation, Job 

Satisfaction, Compensation Management, Employee Benefits and Incentives, Recent Trends 

and Contemporary Challenges in Human Resource Management.   

 UNIT-3 

Human Resource Development  

Concepts, Assumptions, Values, Human Resource Development  Mechanisms, Human 

Resource Development Culture and climate, Human Resource Development Interventions, 

Human Resource Accounting and Audit, Knowledge Management, Human Resource 

Information System. Human Resource Development   and Sustainable Business, Human 

Resource Development   and diversity at workplace. 

UNIT-4 

Organisational Behaviour:  

Meaning and Concept, Scope, Nature of Human Behaviour, Personality, Perception, Learning, 

Attitude, Motivation & Morale, Interpersonal Behaviour, Group Dynamics, Leadership, 

Communication, Power and Authority, Organisational Stress, Organisational Change and 

Development. 
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UNIT-5  

Industrial Relations and Trade Union: 

Concept, Scope, Evolution, Approaches of Industrial Relations, Factors and Principles of 

Industrial Relations, Collective Bargaining, Workers Participation in Management, Conflict 

Management and grievance handling, Disciplinary Action, Code of Conduct, Industrial 

Relations in Changing Scenario, Evolution and challenges of Trade Unions in India, Trade 

Union Act 1926, Present Scenario of Trade Union in India. 

Unit-6   

Industrial Disputes and Settlement: 

Industrial Disputes: Concept, Factors, Forms, Causes, Trends, Prevention and Settlement, Role 

of State and Central labour Administration, Strikes and Lockouts, Industrial Employment 

(Standing Orders) Act 1946, The Industrial Disputes Act 1947, The Industrial Disputes 

(Amendment) Act 1984. 

UNIT-7 

Labour Legislation: 

Concept, Evolution, Objectives, Principles and Classification. International Labour 

Organisation, Social Justice and Labour Law, Indian Constitution and Labour Law: 

1. The Factories Act, 1948 

2. The Inter- State Migrant Workmen (Regulation of Employment and Condition of Service) Act 

1979. 

3. The Contract Labour (Regulation and Abolition) Act 1970. 

4. The building and other Construction Workers (Regulation of Employment and Conditions of 

Service) Act 1996. 

5. The Child and Adolescent Labour (Prohibition and Regulation) Act of 1986 

UNIT- 8 

Wages and Systems of Wage Payments: 

Wages: Meaning, Types, Policies, Factors, Theories and Wage Differentials, Methods of Wage 

Payments, Wage and Salary Related Laws: 

1) The payment of Wages Act 1936. 

2) The Minimum Wages Act 1948. 

3) The Equal Remuneration Act 1976. 

4) The Payment of Gratuity Act, 1972  

5) The Employees' Provident Funds and Miscellaneous Provisions (EPF & MP) Act, 1952 

UNIT-9 

Labour Welfare and Social Security: 

Labour Welfare: Meaning, Scope, Need, Types, Theories and Principles, Statutory and Non-

Statutory Labour Welfare Provisions and their Compliance, Industrial Social Work. 

Social Security: Concept, Evolution, Scope and Types, New Dynamics of Labour Markets in 

India, Economic Systems and Challenges of Labour Market in India.  
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 Section-'B' 

ESSAY WRITING, LETTER DRAFTING@fucU/k ys[ku] i= ys[ku 

Total Marks: 40 

ESSAY WRITING/ fucU/k ys[ku (150 Words) 

Topics for Essay in English                                                                     Total Marks: 10 

1. Training and Capacity Building of Employees in the Era of AI (Artificial Intelligence). 

2. Ethics, Integrity and Accountability in Personnel Administration. 

3. Impact of Compensation and benefits on Employees satisfaction and Retention. 

4. Debate on Mandatory CSR and Employee Welfare. 

5. 21st century is in the hand of Smart Workers or Hard Workers. 

fgUnh fucU/k ys[ku gsrq fo"k;                                      dqy vad % 10 

1-  ledkyhu le; esa vkS|ksfxd laxBuksa ds vkS|ksfxd laca/kksa ds cnyrs vk;keA 

2-  Hkkjrh; Je dkuwuksa esa lq/kkj % pqukSfr;k¡ vkSj laHkkouk,¡A 

3- lkoZtfud {ks= ds laxBuksa esa deZpkjh f'kdk;r fuokj.k ra= dh çfØ;k vkSj    

pqukSfr;k¡A 

4-  Hkkjr esa vk/kqfud ;qx esa VªsM ;wfu;usa % çklafxdrk vkSj Hkfo";A 

5-  oS'ohdj.k ds ;qx esa ekuo lalk/ku çca/ku dh pqukSfr;k¡ vkSj voljA 

LETTER DRAFTING / i= ys[ku (100 Words) 

Topics for Letter Writing (English) Total Marks: 10 

1. Letter to Management Regarding an Employee Grievance and its Resolution. 

2. Letter regarding an Employee's Performance issues and Improvement Plan. 

3. Letter regarding an Employee's Organizational stress and providing Counselling and 

Employee engagement activities. 

4. Letter regarding an Employee's Breach of Workplace Ethics and Corrective Measures. 

5. Letter Addressing Frequent Late Attendance of an Employee's and its remedial 

Measures. 

fgUnh i= ys[ku gsrq fo"k;      dqy vad % 10 

1. deZpkjh dh ckj&ckj vuqifLFkfr vkSj lq/kkjkRed mik;ksa ds laca/k esa i=A 

2. deZpkjh }kjk lqj{kk fu;eksa ds mYya?ku vkSj lq/kkjkRed vuqikyu ls lacaf/kr i=A 

3. fdlh deZpkjh ds dk;ZLFky ij O;ogkj laca/kh leL;kvksa vkSj muds fuokj.k mik;ksa 

ds laca/k esa i=A 

4. Vhe ds lnL;ksa ds chp fookn vkSj mlds lek/kku ds mik;ksa ls lacaf/kr i=A 

5. deZpkjh dh rRdky izf'k{k.k vko';drkvksa vkSj izn'kZu esa lq/kkj ds fy, fodkl 

igyqvksa dks lacksf/kr djus okyk i=A 

 

Note: 1)Candidates are required to compulsorily attempt Essay and Letter writing     

 both in English and   Hindi language. 

 2) The above mentioned topics are only indicative; additional relevant   

 topics  may also be considered. 
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Hkkx&II(o.kZukRed izdkj) 

vkS|ksfxd laca/k] dkfeZd çca/ku]   

ekuo lalk/ku çca/ku ,oa fucU/k ys[ku] i= ys[kuA 

dqy vad % 100 dqy le; % 02 ?k.Vs 

[k.M&^v* 

vkS|ksfxd laca/k] dkfeZd çca/ku ,oa ekuo lalk/ku çca/ku 

dqy vad % 60 

 

;wfuV&1 

dkfeZd çca/ku % 

dkfeZd çca/ku dk mn~Hko] fczVsu] vesfjdk vkSj Hkkjr esa dkfeZd çca/ku dk fodkl] 

dkfeZd çca/ku dk mn~s';] dk;Z{ks=] fo'ks"krk,¡] n'kZu vkSj fl)kar] fo"k; & oLrqA 

dkfeZd çca/kd ds dk;Z vkSj mÙkjnkf;Ro] dkfeZd uhfr;k¡ vkSj çfØ;k,¡A ekuo lalk/ku 

çca/ku vkSj dkfeZd çca/ku esa varjA 

bdkbZ&2 

ekuo lalk/ku çca/ku % 

ladYiukRed :ijs[kk] ekuo lalk/ku fu;kstu] HkrhZ] p;u çfØ;k] inLFkkiu] ços'ku] 

çf'k{k.k ,oa fodkl] çn'kZu ewY;kadu] dk;Z ewY;kadu] dk;Z larqf"V] çfriwfrZ çca/ku] 

deZpkjh ykHk ,oa çksRlkgu] ekuo lalk/ku çca/ku esa uohure #>ku vkSj ledkyhu 

pqukSfr;kaA 

bdkbZ&3 

ekuo lalk/ku fodkl % 

vo/kkj.kk,¡] ekU;rk,¡] ewY;] ekuo lalk/ku fodkl ra=] ekuo lalk/ku fodkl       

laL—fr vkSj ifjos'k] ekuo lalk/ku fodkl gLr{ksi] ekuo lalk/ku ys[kkadu vkSj 

vads{k.k] Kku çca/ku] ekuo lalk/ku lwpuk ç.kkyhA ekuo lalk/ku fodkl vkSj lrr 

O;olk;] ekuo lalk/ku fodkl vkSj dk;ZLFky ij fofo/krkA 

bdkbZ&4 

laxBukRed O;ogkj % 

vFkZ vkSj vo/kkj.kk] dk;Z{ks=] ekuo O;ogkj dh ç—fr] O;fäRo] vfHko`fÙk] vf/kxe] 

vfHko`fÙk] çsj.kk vkSj eukscy] varjoS;fäd O;ogkj] lewg xfr'khyrk] usr̀Ro] lapkj] 

'kfä vkSj çkf/kdkj] laxBukRed ruko] laxBukRed ifjorZu vkSj fodklA 

bdkbZ&5 

vkS|ksfxd laca/k vkSj VªsM ;wfu;u % 

vkS|ksfxd laca/kksa dh vo/kkj.kk] {ks=] fodkl] –f"Vdks.k] vkS|ksfxd laca/kksa ds dkjd 

vkSj fl)kar] lkewfgd lkSnsckth] çca/ku esa Jfedksa dh lgHkkfxrk] la?k"kZ çca/ku vkSj 

f'kdk;r fuokj.k] vuq'kklukRed dkjZokbZ] vkpkj lafgrk] cnyrs ifj–'; esa vkS|ksfxd 
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laca/k] Hkkjr esa VªsM ;wfu;uksa dk fodkl vkSj pqukSfr;k¡] VªsM ;wfu;u vf/kfu;e 1926] 

Hkkjr esa VªsM ;wfu;u dk orZeku ifj–';A 

bdkbZ&6 

vkS|ksfxd fookn vkSj fuiVkjk % 

vkS|ksfxd fookn % vo/kkj.kk,¡] dkjd] Lo:i] dkj.k] ço`fÙk;k¡] jksdFkke vkSj fuiVkjk] 

jkT; vkSj dsaæh; Je ç'kklu dh Hkwfedk] gM+rkysa vkSj rkykcanh] vkS|ksfxd jkstxkj 

¼LFkk;h vkns'k½ vf/kfu;e 1946] vkS|ksfxd fookn vf/kfu;e 1947] vkS|ksfxd fookn 

¼la'kks/ku½ vf/kfu;e 1984A 

bdkbZ&7 

Je dkuwu % 

vo/kkj.kk] mn~Hko] mís';] fl)kar vkSj oxhZdj.kA varjkZ"Vªh; Je laxBu] lkekftd 

U;k; vkSj Je dkuwu] Hkkjrh; lafo/kku vkSj Je dkuwu % 

1- dkj[kkuk vf/kfu;e] 1948 

2- varj&jkT; çoklh dkexkj ¼jkstxkj fofu;eu vkSj lsok 'krsaZ½ vf/kfu;e] 1979 

3- lafonk Je ¼fofu;eu vkSj mUewyu½ vf/kfu;e] 1970 

4- Hkou vkSj vU; fuekZ.k dkexkj ¼jkstxkj fofu;eu vkSj lsok 'krsaZ½ vf/kfu;e] 1996 

5- cky vkSj fd'kksj Je ¼fu"ks/k vkSj fofu;eu½ vf/kfu;e] 1986 
 

bdkbZ& 8 

etnwjh vkSj etnwjh Hkqxrku ç.kkfy;k¡ % 

etnwjh % vFkZ] çdkj] uhfr;k¡] dkjd] fl)kar vkSj etnwjh varj] etnwjh Hkqxrku ds 

rjhds] etnwjh vkSj osru laca/kh dkuwu % 

1- etnwjh Hkqxrku vf/kfu;e 1936 

2- U;wure etnwjh vf/kfu;e 1948 

3- leku ikfjJfed vf/kfu;e 1976 

4- xzsP;qVh Hkqxrku vf/kfu;e] 1972 

5- deZpkjh Hkfo"; fuf/k vkSj fofo/k çko/kku ¼bZih,Q ,oa ,eih½ vf/kfu;e] 1952 

 

bdkbZ&9 

Je dY;k.k vkSj lkekftd lqj{kk % 

Je dY;k.k % vFkZ] {ks=] vko';drk] çdkj] fl)kar vkSj fu;eu] oS/kkfud vkSj 

xSj&oS/kkfud Je dY;k.k çko/kku vkSj mudk vuqikyu] vkS|ksfxd lkekftd dk;ZA 

lkekftd lqj{kk % vo/kkj.kk] fodkl] {ks= vkSj çdkj] Hkkjr esa Je cktkjksa dh ubZ 

xfr'khyrk] Hkkjr esa vkfFkZd ç.kkfy;k¡ vkSj Je cktkj dh pqukSfr;k¡A 
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[k.M&^c* 

fucU/k ys[ku] i= ys[ku@ESSAY WRITING, LETTER DRAFTING 

dqy vad % 40 

fucU/k ys[ku@ ESSAY WRITING (150 Words) 

  Topics for Essay in English                                                                 Total Marks: 10 

1.Training and Capacity Building of Employees in the Era of AI (Artificial Intelligence) 

2. Ethics, Integrity and Accountability in Personnel Administration 

3.Impact of Compensation and benefits on Employees satisfaction and Retention 

4. Debate on Mandatory CSR and Employee Welfare 

5. 21st century is in the hand of Smart Workers or Hard Workers 

   fgUnh fucU/k ys[ku gsrq fo"k;                                   dqy vad % 10 

1-  ledkyhu le; esa vkS|ksfxd laxBuksa ds vkS|ksfxd laca/kksa ds cnyrs vk;keA 

2-  Hkkjrh; Je dkuwuksa esa lq/kkj % pqukSfr;k¡ vkSj laHkkouk,¡A 

3- lkoZtfud {ks= ds laxBuksa esa deZpkjh f'kdk;r fuokj.k ra= dh çfØ;k vkSj    

pqukSfr;k¡A 

4-  Hkkjr esa vk/kqfud ;qx esa VªsM ;wfu;usa % çklafxdrk vkSj Hkfo";A 

5-  oS'ohdj.k ds ;qx esa ekuo lalk/ku çca/ku dh pqukSfr;k¡ vkSj voljA 

 

i= ys[ku/LETTER DRAFTING (100 Words) 

Topics for Letter Writing (English) Total Marks: 10 

1. Letter to Management Regarding an Employee Grievance and its Resolution. 

2. Letter regarding an Employee's Performance issues and Improvement Plan. 

3. Letter regarding an Employee's Organizational stress and providing Counselling and 

Employee engagement activities. 

4. Letter regarding an Employee's Breach of Workplace Ethics and Corrective Measures. 

5. Letter Addressing Frequent Late Attendance of an Employee's and its remedial 

Measures. 

fgUnh i= ys[ku gsrq fo"k;      dqy vad % 10 

1. deZpkjh dh ckj&ckj vuqifLFkfr vkSj lq/kkjkRed mik;ksa ds laca/k esa i=A 

2. deZpkjh }kjk lqj{kk fu;eksa ds mYya?ku vkSj lq/kkjkRed vuqikyu ls lacaf/kr i=A 

3. fdlh deZpkjh ds dk;ZLFky ij O;ogkj laca/kh leL;kvksa vkSj muds fuokj.k mik;ksa 

ds laca/k esa i=A 

4. Vhe ds lnL;ksa ds chp fookn vkSj mlds lek/kku ds mik;ksa ls lacaf/kr i=A 

5. deZpkjh dh rRdky izf'k{k.k vko';drkvksa vkSj izn'kZu esa lq/kkj ds fy, fodkl 

igyqvksa dks lacksf/kr djus okyk i=A 

uksV%&  1½ vH;fFkZ;ksa }kjk fucU/k ,oa i= ys[ku fgUnh ,oa vaxzsth] nksukas Hkk"kkvksa esa fd;k tkuk   

  vfuok;Z gSA 

 2½ mijksDr fo’k; dsoy ladsRkkRed gSa] vko”;drk ds vuqlkj vU; lacaf/kr fo’k;ksa 

 dks Hkh “kkfey fd;k tk ldrk gSA 

 


